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"Office Memorandum -

y
TO : Acting Chief, Services Division DATE: 14 Februeyy 1947
FROM : Executive for Persomnel and Administration

SUBJECT: Preparation of Administrative Manual

25X1A

CIG General Qrder NO.D which sets forth the type of internyl procedure
documents to be issued by the CIG, provides for the issuance of a CIG
Administretive Msmual in two primary parts; Pert I of this manual to include
sdministrative procedures covering all vouchered funds activities and Part II
to include administrative procedures covering all unvouchered funds end covert
and semi-covert activities.

Sarsrenans

Part I of this Administrative Menual will be divided into the following
s

-‘L Sections:
Organization Trensportation /
Personnel . Communications
Security / o Correspondence
Procurement & Supply Budget & Procedures
Property Records / Fiscal

[
Part II of the Administrative Manual will be divided into the following

Sectionss
. Orgemization Transportation
Personnel Communications
Security : Correspondence
Procurement & Supply Speciel Funds

Property Records

It is requested that you immediately designate a person or persons in

your Division who will be responsible for drafting and developing & complete

~ and comprehensive procedure og'tye gections of Part I of ths Administrative ,
Menual entitled Transportetion, Procurement and Supply',' and Property Records)
Thess sections should comprise all procedures covering Transportation, '
Procurement and Supply, and Property Records which are applicable to the
agency as a whole eand specifically to vouchered funds activities, Matters
pertaining exclusively to special funds or covert gobivities will not be
included in Part I of the Menual.

There are attached hereto general outlines which illustrate the oversll
scope and subject matter to be covered in the sections of the menual entitled
“rransportation, Procurement and Supply end Property Records. However, these
outlines are given to you for the purpose of suggestion and assictance only,
and it is not required that you adhere to the seguence or breakdown in
developing your procedure.
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Any interim or informal written procedures, instructions, or memorandsa
which are now being followed by your Division should be incorporeated into

your initial drafts. Also, all pertinent parts of the following should be
incorporated where necessarys

25X1A
Transportetion - Administretive order No. [ |
Procurement and Supply - Administretive Order Noe 25X1A
Memorandum Noe-1

Property Records - Administrative fGrder No. I:l 25X1A

The person or persons whom you désignate to prepare the procedure drafts
for your Division should maintein close countact 'm‘.thi of the 25X1A9A

25X1 | Finence Division end keep him informed as to the stage of
development of the procedures and of any problems which may arise in comnection

25X]_L therewith. Ths| |mey also be called upon to give such assistance
as mey be required in the initial drafting and development of the procedures.

It is required that "‘che initial drafts of :’che sga‘ctions of the msnuel
entitledf"rransportation', Procurement and Supply, -and Property Records”be .
completed by your division emd forwarded to the | |on or before 25X1
1 April 1947.

25X1A9A

Executive for »Personnel
snd Administration.

Attaohments: 3
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